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Procedure

This topic will teach you how to create an expense report from and existing TAR, and
apply a My Wallet Transaction to it.

FIU

Fersonalize Content | Lavout

- Employee Self-Service
[ Travel and Expenses
[- Worklist

[ Tree Manager

- Reporting Tools

- PeopleTools

[~ Change My Password
[~ by Systern Profile

|~ by Dictionary

Step

Action

Employee Self-Service|

Click the Employee Self-Service link.
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FIU
[ pora___&|

fSearch:

Main Menu

(O]

. My Favorites Employee Self-Service

[» Assets

Travel and Expense Center Assets Iravel and Expenses
[ Travel and Expenses

loyee Travel and Expense Carter Use the self-service employee role to manage Submibreview expense reports, cash advance

= Travel and Expense Center assets requests, o travel authorizations.
[ Travel and Expenses B yigw Transter sssets User Preferences
(- Worklist Travel Services
> Tree Manager My Voallet
> Reporting Tools B bty Wisllet Restore
> PeopleTools FIReview Paymerts
- Channe My Password I Review Payrol Payments

) print Bar Code Receipt Form

|~ My System Profile

B Review Expense History

|~ My Dictinnary [ Reviewv/Edit Profile

Step | Action

2. Click the Travel and Expense Center link.
Travel and Expense Center|

3. Click the Expense Report link.

xpense Report|

4, Click the Create link.

5. Click the Add button.
Add
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W rentzseps

FIU
[ pora___&|

fSearch:

(- My Favorites
- Employee Self-Service
[> Assets

[> Travel and Expenses
= Travel and Expense Center
[ Travel and Expenses
[ Worklist
> Tree Manager
> Reporting Tools
(- PeopleTools
- Change by Password

Iew Windaow | Help | C

Page | B

Create Expense Report

Populate From A Travel Authorization

Patty Panther Report ID:

ns/30izong [

MEXT

01/30/2008 H T Search

From Date:

Date From Date To Amount

Travel Auth Description

Currency

=]

’M‘I_B\_fw Select |KKtest 0000033282 04/24/2009  04/2452008 150,00 USD

|~ My Dictionary
Select |testing approvals P 0000033280 04/23/2009  04/2352008 B50.00 USD
Select |mzcfsdafsdidsa 0000033278 04/23/2009 042352009 1,000.00 USD
Select | HEUG Confierence 0000023253 04/14/2009  04i14/2003 340.00 UsD
Select |01 04 0000033258 04/14/2009 0411452008 560.00 USD
Select |01 03 0000033252 04/14/2009 041452008 800.00 USD
Select |01 04 0000033251 04/14/2009 041452008 560.00 USD
Select |01 03 0000033248 04/14/2009 0411452009 900.00 USD
Select |Testodl 01 0000033240 04/14/2009  04i14/2003 840.00 USD
Select |for SME's creation CA from TA 0000033237 04/13/2009 0411352008 1,250.00 USD
Select |forcreation of CAfor SME's 0000033238 04/13/2009 041352008 5,000.00 USD
Select |touse with exp report 0000033224 04/08/2009  04/08/2008 300.00 USD
Select |touse with exp report 0000033223 04/08/2009  04/08:2009 £,500.00 USD

Hetum o Expense Repor Enty
Step | Action

Click the Return to Expense Report Entry link.

[Return to Expensze Report Entry
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FIU
[ pora___&|

fSearch:

(O]
(- My Favorites
- Employee Self-Service
[> Assets
[> Travel and Expenses
= Travel and Expense Center
[ Travel and Expenses
[ Worklist
> Tree Manager
> Reporting Tools
(- PeopleTools
- Change by Password
|~ My System Profile
|- My Dictionary

Create Expense Report

Expense Report Entry
Patty Panther User Defaults Report ID:
Quick Start: e — | 60|
=
*Description: | Comment:
*Business Purpose: | j
Reference:

—

Default Location:

Mew Window | Help | Customize Page | 5 2]

Accounting Defaults Apply Cash Advance(s

*Overview Detail Location Merchart Air/Hatel Mileage *Currency
Select ‘Expense Tvpe ‘Expense Date | *Amount Spent | “Currency |‘Paviment Tyne “Billing Type
I =
I =
I =l
I E
GCopy Selected | Delete Selected | New Expense = A Check For Effars
Employee Expenses: 000 UsSD Due Emplovee: 0.00 UsD
Non-Reimbursable Expenses: 0.00 USD Due Vendor: 0.00 UsD =
Prepaid Expenses: 0.00 UsD
Employee Credits: 0.00 ush
Vendor Credits: 000 UsD
Cash Advances Applied: 0.00 ush

Definition of Totals

Undate Totals | | | _'LI
»

Step | Action

Click the Quick Start: list.

[~ Blank Repart

|
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FIU

| T & Mew Window | Help | Customize Page | 5 2]
(- My Favorites
~ Emplovee Self-Service

1 Assets Create Expense Report

[> Travel and Expenses Expense Report Ent

= Travel and Expense Center p P Ty
(> Travel and Expenses Patty Panther User Defaults Report ID: NEXT
[ Worklist _
' Tree Manager Guick Start: [R BTNk Fegon = oo
> Reporting Tools = B Blank R "
(- PeopleTools ank Repo
i~ Change by Password *Description; ATemplate Comment:
|~ My System Profile . A
| Wv Dictiona Business Purpose:

Entries from My Wallet Reference:

Default Location: Q

Accounting Defaults Apply Cash Advance(s

*Overview Detail Location Merchart Air/Hatel Mileage *Currency
Select ‘Expense Type ‘Expense Date | *Amount Spent |*Currency |*Payment Tupe *Billing Type
I =
I =l
I =l
I E
GCopy Selected | Delete Selected | New Expense = A Check For Effars
Employee Expenses: 000 UsSD Due Emplovee: 0.00 UsD
Non-Reimbursable Expenses: 0.00 UsD Due Vendor: 0.00 UsD =
Prepaid Expenses: 0.00 UsD
Employee Credits: 0.00 ush
Vendor Credits: 000 UsD
Cash Advances Applied: 0.00 ush
‘l Definition of Totals Undate Totals | | | _'LI
4 »

Step | Action

8. Click the A Travel Authorization list item.
% T uthorizati
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FIU
[ pora___&|

fSearch:

(O]
(- My Favorites
- Employee Self-Service
[> Assets
[> Travel and Expenses
= Travel and Expense Center
[ Travel and Expenses
[ Worklist
> Tree Manager
> Reporting Tools
(- PeopleTools
- Change by Password
|~ My System Profile
|- My Dictionary

Create Expense Report

Mew Window | Help | Customize Page | 5 2]

Expense Report Entry
Patty Panther User Defaults Report ID: MWEXT
Quick Start: [ Travel mthorzatin =] 60|
=
*Description: | Comment:
*Business Purpose: | j
Reference:

—

Default Location:

Accounting Defaults Apply Cash Advance(s

*Overview Detail Location Merchart Air/Hatel Mileage *Currency
Select ‘Expense Tvpe ‘Expense Date | *Amount Spent | “Currency |‘Paviment Tyne “Billing Type
I =
I =
I =l
I E
GCopy Selected | Delete Selected | New Expense = A Check For Effars
Employee Expenses: 000 UsSD Due Emplovee: 0.00 UsD
Non-Reimbursable Expenses: 0.00 USD Due Vendor: 0.00 UsD =
Prepaid Expenses: 0.00 UsD
Employee Credits: 0.00 ush
Vendor Credits: 000 UsD
Cash Advances Applied: 0.00 ush

Definition of Totals

Undate Totals | | | _'LI
»

Step | Action

9. Click the GO button.
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FIU

[Search: ® e Window | Help | G Pas | B
(- My Favorites
Vir?‘nlﬂ:‘ee Self-Service Create Expense Report
ssets -_—
I Trawel and Expenses Populate From A Travel Authorization

= Travel and Expense Center
[ Travel and Expenses
[ Worklist

- Tree Manager From Date: 01/30/2008 H oTe 05302008 [ Search
> Reporting Tools

(- PeopleTools

Patty Panther Report ID: MEXT

- Change My Password Travel Auth Description Authorization D Date From  Date To Amount Currency

’M‘I_B\_fw Select | KKtest 0000033282 04/24/2009 042412009 15000 USD

|- My Dictionary
Select |testing approvals P 0000033280 0472372009 042352009 B50.00 USD
Select |pzcfsdafsdidsa 0000023278 04/23/2009  04i23/2009 1,000.00 USD
Select | HEUG Canference 0000033258 0411472009 0411412009 350,00 USD
Select |01 04 0000033258 04/14/2009  04i14/2003 560.00 USD
Select |01 03 0000033242 04114/2009 0411412009 80000 USD
Select |01 04 0000033241 04114/2009  D4i14/2009 560.00 USD
Select |01 02 0000033248 04114/2009 0411412009 900.00 UsD
Select |TestO1 01 0000033240 0411472009  D4/14/2008 850,00 USD
Select |for SME's creation CAfram TA 0000033237 04/13/2009  04i13/2003 1,260.00 USD
Select |for creation of CAfor SME's 0000033236 04/13/2009 0413/2009 5,000.00 USD
Select | o use with exp report 0000033224 04/08/2009  04i08/2009 30000 USD
Select | o use with exp report 0000023223 04/02/2009  04/08/2009 6,500.00 USD

‘Feturn to Expense ReportEntry

Step | Action

10. | Click the Select button to choose your desired Travel Authorization.

11. | Click the Expenses list.
|| Mew Expense j|
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SEE 0 Iew Windaow | Help | C Pas | B
(- My Favorites
~ Emplovee Self-Service
1 Assets Create Expense Report
[> Travel and Expenses
= Travel and Expense Center Expense Report Entry
(> Travel and Expenses Patty Panther User Defaults Report ID: NEXT
[ Worklist =
> Tree Manager
> Reporting Tools *Description: fror creation of CA for SME's Comment:
(> PeopleTool:
. c?.;‘; EE il“ Tlasawurd *Business Purpose: | Interview for Position ;I
|~ My System Profile Reference:
|~ My Dictianary
Default Location: Q
Authorization ID: 0000033236
Accounting Defaults Apply Cash Advance(s; More Options: |
*Overview *Detail Location Merchart Air/Hatel Mileage *Currency
select| [*Expense Twe *Expense Date | ‘Amount Spent |*Currency |*Payment Tyne *Billing Type | [
r | [[Domeste incigentals =] |[oanzzo0a 5 || 500000 |usD [outof Packet =l|[Fru Expej|Fo. -D‘
Copy Selected | Delete Selected | lNew Expense x| Add Check For Errars |
hiuttiple Ex
Employee Expenses: 5,000.00 " P 500000 USD
~ Mew Expense
Non-Reimbursable Expenses: o0no O 0.00 UsD
Prepaid Expenses: 0.00 UsD
Employee Credits: 0.00 USD
Vendor Credits: 0.00 UsD
Cash Advances Applied: 0.00 UsD
Definition of Totals Update Totals |
Sawe For Later Submit Expense Report Project Summary Frintable View
Eeturn to Expense Report
1| B

12.

Click the Expenses from My Wallet... list item.
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FIU
[ pora___&|

fSearch:

Mew Windaw | Help | ¢ Paie | B

(- My Favorites

~ Emplovee Self-Service

1 Assets Create Expense Report

[> Travel and Expenses Expense Report Ent

= Travel and Expense Center p P Ty

(> Travel and Expenses Patty Panther User Defaults Report ID: NEXT
[ Worklist =

> Tree Manager
> Reporting Tools *Description:
(> PeopleTool:

- c?.;‘; EE il“ Tlasawurd *Business Purpose: | Interview for Position ;I
|~ My System Profile Reference:

|~ My Dictianary
Default Location: Q

|forcreanon of CAfar SME's Comment:

Authorization ID: 0000033236

Accounting Defaults Apply Cash Advance(s; More Opt |
*Overview *Detail Location Merchart AirHotel Milsage: FCUrrency
select| [*Expense Twe *Expense Date | ‘Amount Spent |*Currency |*Payment Tyne *Billing Type | [
r | [[Domeste incigentals =] |[oanzzo0a 5 || 500000 |usD [outof Packet =l|[Fru Expej|Fo. -D‘

CopySelected | Delete Selected | [Epenee from My Wallet,  v] _Add GCheck For Errors |

Employee Expenses: £,000.00 USD Due Employee: 5,000,000 USD
Non-Reimbursable Expenses: 000 UsD Due Vendor: 000 usb
Prepaid Expenses: 0.00 UsD
Employee Credits: 0.00 USD
Vendor Credits: 0.00 UsD
Cash Advances Applied: 0.00 UsD
Definition of Totals Update Tatals |
Save For Later Submit Expense Repart Project Surarmany Friritable Wigw

Eeturn to Expense Report

4]

Step | Action

13. Click the Add button.
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FIU
[ pora___&|

fSearch:

(- My Favorites
- Employee Self-Service
[> Assets

[> Travel and Expenses
= Travel and Expense Center
[ Travel and Expenses
[ Worklist
> Tree Manager
> Reporting Tools
(- PeopleTools
- Change by Password
|~ My System Profile

Create Expense Report

My Wallet
Patty Panther

Below is a complete list of unagsigned wallet trangactions. To view all ransactions please go tothe
wallet menu option under "Other Expense Functions®

izelectalll | Deselectall

Mew Vindow | Help | Custormize Page | B 2

niEn

Report ID: MEXT

|- My Dictionary Selectiterns and select if a Personal Expense. Press 'Done'to add them to the expense repart.
Select Date Expense Merchant Amount
Type
[~ [T 04092009 _Restricted  SFSWEB PAYMENTS 10.00 USD -
[ () 08082009 _Restricted  5FS WEB PAYMENTS 10.00 USD r
I [T 04092009 _Bestricted  REGISTRAR-UNIY OF MS 5.00 USD r
[ ([T 04082009 Telecom  'WWWWY.DAVIDGREENBERG.COM £7.00 USD r
Domestic  MILLENNIUM
T [ oun7i00g 0 N EREOCKER 4.00 USD r
Domestic
T @ oenroog SIEEEE el ow cap 44.85 USD r
[~ [T 04092009 _Restricted  SFSWEB PAYMENTS 10.00 USD -
Domestic  MILLENNIUM
T [ oun7i200 oS e REOCKER 560,57 USD i
™ [T 0406/2009 _Food CHARTWELLS @ UZ21118138 136.96 USD r
@ osnerz009 Euug”?rf"c #0818 LA QUINTA INMS 49.00 USD r
(@@ oaoerz009 Euug”?rf"c #0818 LA QUINTA INMS 49.00 USD r
(@ nanerzona W #0818 LA QUINTA INMS 49.00 USD r
[ nanerzona Euug”ﬁf"c #0818 LA QUINTA INMNS 49.00 USD r
[ os0sr2008 Euug”ﬁf"c #0010 LA QUINTA INNS 48.00 USD r
. &m qsmamang Domestic 9101 8 A unTa soonven = =

14.

Lodding

Click the Domestic Lodging link to edit this particular Expense Type.
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[search
(O]
(- My Favorites
- Employee Self-Service
[> Assets
[> Travel and Expenses
= Travel and Expense Center
[ Travel and Expenses
[ Worklist
> Tree Manager
> Reporting Tools
(- PeopleTools
- Change by Password
|~ My System Profile
|- My Dictionary

FIU
[ pora___&|

Mew Windaw | Help | ¢ Paie | B

Create Expense Report

My Wallet Detail

Patty Panther Report ID: MEXT
I —
Expense Type: Domestic Lodging B

Transaction Date: 04i08/2009

Payment Type: University Credit Card

Merchant: #0218 LA QUINTA INNS

Expense Location:

Number of Nights:

Car Number: 4540

Transaction Amount: 49.00 UsD Country: US4

Exchange Rate: 1.00000000 Custormn - Direct

Reimbursement Amt: 4900 USD

Description:

City: JACKEONVILLE

Beturn to by Wiallet

Step

Action

15.

Click the Expense Type drop down menu.

16.

17.

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

18.

Page 12
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FIU
[ pora___&|

fSearch:

(- My Favorites
- Employee Self-Service
[> Assets

Mew Windaw | Help | ¢ Paie | B

Create Expense Report

1> Travel and Expenses My Wallet Detail
= Travel and Expense Center .
[ Travel and Expenses Patty Panther Report ID: HEXT
[ Worklist
> Tree Manager I —
> Reporting Tools Expense Type: Foreign Lodging |
2 gl:uﬂmﬂilnli | Transaction Date: 04i06i2008
|- Change Wy Passwor )
- Wy System Profile Payment Type: University Credit Card
|~ My Dictinnary Merchant: #0818 LA QUINTA INNS
Expense Location:
Number of Nights:
Car Number: 4540
Transaction Amount: 49.00 USD Country: USA
Exchange Rate: 1.00000000 Custorn - Direct
Reimbursement Amt: 4900 USD
Description:
City: JACKEONVILLE
Beturn to by Wiallet

19.

Click the Return to My Wallet link.

20.

Note: The Expense type that you've edited is now 'Foreign Lodging'.

21.

include.

Click the Checkbox options for the wallet transactions that you wish to

22.

Click the Vertical Scrollbar button.

23.

Dione

Click the Done button.
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W rentzseps

e & Mew Window | Help | Customize Page | 5 2]
(- My Favorites
- Employee Self-Service
b Assets Create Expense Report
[> Travel and Expenses
~ Travel and Expense Gentet Expense Report Entry
(> Travel and Expenses Patty Panther User Defaults Report ID: NEXT
[ Worklist =
> Tree Manager
> Reporting Tools *Description: fror creation of CA for SME's Comment:
Egﬁz‘:iﬁ:‘iasawmd *Business Purpose: | Interview for Position ;I
|~ My System Profile Reference:
|~ My Dictianary
Default Location: Q
Authorization ID: 0000033236
Accounting Defaults Apply Cash Advance(s More Options: | j GO
First [ 1.4 o 4 O Last
*Overview *Detail Loation *Merchart *AiriHotel Misage: *Currency M
Select *Expense Type *Expense Date | *Amount Spent | *Currency | ‘Payment Type *Billing Type |
r [ Domestic Incigentals =] |[oanzzo0a 5 || 500000 |usD [outof Packet =] ([P Expex] |Fo. =
r [Domestic TaTrainBus =] |04r7iz009 44.85|USD University Credit Card  |[FIU Exnex] |?o, b4
Il [ Domestic Lodging =] |pam7rz009 5B0.57 |USD University Credit Card [ FIU Expe x| |L’7:\ =5
r [ Foreign Lodging =] |pamerzo0a 138.88 |USD University Credit Card [ FIL Expex] |Fq =
Copy Selected | Delete Selected | |Expanses from My Wallet x| Add Check For Erors |
Employee Expenses: £,74538 USD Due Emplovee: 574538 USD
Non-Reimbursable Expenses: 0.00 UsD Due Vendor: 0.00 UsD
Prepaid Expenses: 000 UsD
Employee Credits: 0.00 USD [
Vendor Credits: 000 UsD
Cash Advances Applied: 0.00 usD
Definition of Totals Update Totals |
4 | »

24.
which will be deleted.

O

Click the Choose a date (Alt+F5) option to select the Out of Pocket expenses

25. Click the Delete Selected button.

add in the Expenses from My Wallet
| Delete Selacted I

Always make sure that you delete the files associated with the TAR once you

Page 14
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el 0 e Window | Help | G Page | B
(- My Favorites
I~ Employee Self-Service Create Expense Report
[> Assets -
[> Travel and Expenses Delete Confirmation
= Travel and Expense Center Repart ID: NENT
[ Travel and Expenses Fatty Panther P
[ Worklist
(- Tree Manager You have selected one or more expense lines to delete. To continue and delete the expense lines,
(- Reporting Tools press OK; otherwise, press Cancel,
(- PeopleTools
i~ Change hiy Password
|~ My Systemn Profile LI ﬂl
|~ My Dictianary

27. | Select the Checkbox option associated with the My Wallet expense that you
want to delete.
Ol

28. | Click the Delete Selected button.
| Delete Selacted I

29. | Click the OK button.

30. | Click the Add button to view the Expenses from My Wallet list.

31. | Click the Vertical button of the scrollbar.

32. | Note: Notice how the deleted expense moves to the bottom of the My Wallet
expense list.
This will always happen when you add an expense from My Wallet to an
Expense Report then delete it.

33. | Click the Done button.

Done
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Step | Action

34. | Click the Expense Type menu list.
IDDmestic Lodging hd

FIU

Search: ® New Window | Heln | Customize Page | 51 =]
(- My Favorites
vi’:’:gg‘e: Ser-service Create Expense Report
> Travel and Expenses Expens Ath Recr Alr In State -
~ Travel and Expense Center ~ Ath Recr Alr Out State
(> Travel and Expenses Patty Panl Ath Recr Car Foreign ser Defaults Report ID: MNEXT
(- Worklist Ath Recr Car In State
> Tree Manager = Ath Recr Car Out State
> Reporting Tools *Descripti| Aih Recr Incid Foreign ME's Comment:
- PeopleTools _— Ath Recr Incid In State
- Change My Passward Business ah Recr Incid Out State = 2
| hw Syster Profile Ath Recr Mileage Foreign .
|~ v Dictionan Ath Recr Mileage In State Reference:
Default L Ath Recr Mileage Out State aQ
Ath Recr Per Diem Fareign - . 0000033236
Ath Recr Per Diem In State Authorization 1D: 0000033230
Ath Recr Per Diern Out State -
Accountin g macy Reg Fee In State fdvance(s) More Options: | j GO
Ath Recr Reg Fee Out State N N .
Domestic Airfare Find
[ *overviev Domestic Auto Rental *Merchant *air/Hotel Milsage *CUrrency
D
Select Domestic Lodging .!mense Date |*Amount Spent [*Currency *Pavinent Tyne *Billing Type |
| |iDomestic Lodging =||0407:2009 560.57 [USD Universily Credit Card |[FIU Expej|§‘ll =
r [ Fareign Lodging =] |n4marzoog 139.96 |USD University Credit Card |[FIU Expej|Fq =

CnpyBelantedl Delete Selectad | Expenses from My Wallet. ~| Add Check For Errors

Employee Expenses: 700.53 USD Due Employee: 70053 USD
Non-Reimbursable Expenses: 000 UsD Due Vendor: 000 usb
Prepaid Expenses: 0.00 UsD
Employee Credits: 0.00 USD
Vendor Credits: 0.00 UsD
Cash Advances Applied: 0.00 UsD

Definition of Totals Update Totals |

Save For Later Submit Expense Report Praject Surrmary Erintable View

Return o Exnense Renort =
| | »

Step | Action

35. | Click the Domestic Incidentals option to try to change the expense type.
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e & Mew Window | Help | Customize Page | 5 2]
(- My Favorites
~ Emplovee Self-Service
1 Assets Create Expense Report
[> Travel and Expenses
= Travel and Expense Center Expense Report Entry
(> Travel and Expenses Patty Panther User Defaults Report ID: NEXT
[ Worklist =
> Tree Manager
> Reporting Tools *Description: fror creation of CA for SME's Comment:
(> PeopleTool:
- c?.;‘; EE il“ Tlasawurd *Business Purpose: | Interview for Position ;I
|~ My System Profile Reference:
|- My Dictionary
x|
This is an expense populated from My Wallt; expense type cannot be changed. [10502,373)
Al You cannot change the expense bype for any line that has been populated from My Wallst. TF you
need to change the expense type, you must
1 {1} delete the current expense line by marking the Select checkbox next to it and pressing the
5 Delete Selected Expensels) buttan, and
[ (2) insert & new line for the correct expense kype.
Sele T *Billing Type
o L
r card |[FIU Expequ =
- | |[Forsian Lodging j|04max2009 | 139.95|USD |Unwer5iw Credit Card ([FIL Exnej|Fq b4
Copy Selected | Delete Selected | Expenses from My \Wallet. >| Add Check For Errors
Employee Expenses: 70053 USD Due Employee: 70053 USD
Non-Reimbursahle 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: 000 UsD
Definition of Totals Update Totals |
Save For Later Submit Expense Report Project Surmmary Frintable Visw =
Return o Exnense Renort a2
4| | »

36.

Ok

Click the OK button.

Note: PantherSoft will NOT allow you to change the expense type from the
Expense Report Entry page.

In order to change an expense type you MUST delete the expense line in
guestion, then edit it from the My Wallet page by selecting the Expenses from
My Wallet option.
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FIU
[ pora___&|

e & Mew Window | Help | Customize Page | 5 2]
(- My Favorites
~ Emplovee Self-Service
b Assets Create Expense Report
[> Travel and Expenses
= Travel and Expense Center Expense Report Entry
(> Travel and Expenses Patty Panther User Defaults Report ID: NEXT
[ Worklist =
> Tree Manager
> Reporting Tools *Description: fror creation of CA for SME's Comment:
(> PeopleTool:
. c?.;‘; EE il“ Tlasawurd *Business Purpose: | Interview for Position ;I
|~ My System Profile Reference:
|- My Dictionary
Default Location: Q
Authorization ID: 0000033236
Accounting Defaults Apply Cash Advance(s More Options: =] so
*Overview Detail Location *Merchart *AirHotel Mileage *Currency ¥
Select *Expense Type *Expense Date |*Amount Spent | *Currency | ‘Payment Type *Billing Type |
(] "= |o4r07r2009 560.57 [USD University Credit Card |[FIU Expej|Fq =
r =] |osm0erzo0e 138.96 [USD University Credit Card |[FIU Exnej|Fq =
Copy Selected | Delete Selected | Expenses from My \Wallet. >| Add Check For Errors
Employee Expenses: 70053 USD Due Employee: 70053 USD
Non-Reimbursahle 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: 000 UsD
Definition of Totals Update Totals |
Save For Later Submit Expense Report Project Surmmary Frintable Visw =
Return o Exnense Renort a2
4| | »

37.

Click the Check For Errors button.

Check For Errors

38.

Click the Error button to identify and correct the expense report error.

(]

39.

Enter the desired information into the *Number of Nights: field. Enter "3".

Note: The red flag to the top of the page indicates what errors are present in
this page.

40.

Click the Next Expense button.

Mext Expense

41.

Enter the desired information into the *Number of Nights: field. Enter "3" .

42.

Click the Return to Expense Report link.

[Eeturn to Expense Repart |

43.

Click the Submit button.
| Submit |

44,

Click the OK button.
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Business Process Document
g@mﬂ]ﬂ}’oﬁ PS FIN Travel Expenses: Creating an Expense Report
from a TAR Applying My Wallet Trans

Step [ Action

45, Click the Home link.
 Home |

46. | Congratulations. You have successfully Created an Expense Report from a
TAR, and applied a My Wallet Transaction to it.
End of Procedure.
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