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Business Process Document
PS FIN Travel Expenses: Expense Report with Dept. !
Card My Wallet and Split Receipts

Procedure

In this exercise you will create an Expense Report applying Departmental Card
transactions, My Wallet Transactions and Split a receipt.

FIU e

Personalize Content | Lavout Help
Menu -]
Search:

[- My Favorites

[+ Student Administration
I- Employee Self-Service
[~ Manager Self-Service
[+ Supplier Contracts

[- Customers

[- Products

[- 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

I Inventory Policy Planning
[+ Supply Planning

[- Grants

> Program Management
[ Project Costing

> Proposal Management
> Maintenance Management
> Resource Management
[ Lease Administration
[ Staffing

[- Travel and Expenses

[ Travel Administration

[ Billing
[ Accounts ﬂ
Done [T T € nternet 0% -

Step | Action

1. Click the Employee Self-Service link.
[- Employee Self-Service]
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> Service Request
[» Procurement
[ Assets
I> Travel and Expenses
— Open Resource Requests
— Emplovee Project Center
— Travel and Expense Center
> Manager Self-Service
[+ Supplier Contracts
[- Customers
[ Products
[ 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
(- Maintenance Management
(- Resource Management
[ Lease Administration
[~ Staffing
[ Travel and Expenses
[- Travel Administration
[+ Billing

FIU
e ee )

Employee Self-Service

Open Resource Requests
Open Resource Requests

Service Request
#Add or manag:

Travel and Expenses
Sub ports, cash

el authorizations.

Employee Project Center

reas for entering and
eam member information

workist |

Add to Favorites

Edit "Emplovee Self-Service” Folder

Travel and Expense Center
Employee Travel and Expense Center

Assets
rvice employee role to manage

Mransfer Azsets

| Sian out

[

| tnternet

100% -

Step

Action

Click the Travel and Expense Center link.

[Travel and Expense Cented

Click the Expense Report link.

Click the Create link.
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rlu tHome | Workist | _AddtoFavories | Sianout

Search: =

(O]

> My Favorites Expense Report
[ Student Administration

- Employee Self-Service {_Find an Existing Value " Add a Hew Value

> Service Request

[ Procurement -
> Assets EmplID:| 1522181 Q
[» Travel and Expenses
— Open Resource Reguesis
— Empl Project Center
— Travel and Expense Center

> Manager Self-Service Eind an Existing Value | Add a New Value

[+ Supplier Contracts

[- Customers

[- Products

[ 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

[ Maintenance Management

(- Resource Management j

b nmra Adminictratinn

adg |

[T [T € nternet e -

Step | Action

5. Click the Add button.
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Search:

(O]
- My Favorites
[ Student Administration
- Employee Self-Service
> Service Request
[> Procurement
[> Assets
[» Travel and Expenses
— Open Resource Reguesis
— Employee Project Center
— Travel and Expense Center
> Manager Self-Service
[+ Supplier Contracts
[- Customers
[- Products
[ 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
[ Maintenance Management
(- Resource Management

b nmra Ardminictratinn

FIU

Create Expense Report

| workist | _Add to Favories

Mew Window | Help | Customize Page | 15

Populate From A Travel Authorization

Patty Panther

03/19/2009
Travel Auth Description
Select | Audit Convention
Select | Coll. of Bus MBA Seminar

Science Project

From Date:

0

Select |Los Angeles. CA

Select |travel to mabile.al

Select |chicago,il- £}

Select |trip to orlando

Select [test

Return to Expense Repart Entry

To:

Report ID:

07/19/2009

Author

0000034980
0000034979
0000034977
0000034975
0000034971
0000034925
0000024913

ionlD  Date From
0000024981

07/01/2009
07/01/2009
08/17i2009
08/12/2008
06/12/2009
06122009
08/10/2009
07/10/2009

NEXT

Search

e To
07/05/2009

07/05/2009
06M17/2008
06M12/2008
06/12/2009
06M13/2009
06M10/2008
07M2/2009

Amount

Currency
1,795.00 USD

2,520.00 USD
700.00 USD
479000 USD
350.00 USD
1,050.00 USD
100.00 USD
30.00 USD

| Sian out

I

| @ miernet

0% -

A

Action

Click the Select button.

Select the TA (TAR) that you want to bring in to your expense report.
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rlu Home | Workist | _AddtoFavories | Sinout

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

®
- My Favorites
> Student Administration Create Expense Report
- Employee Self-Service

b Service Request Expense Report Entry

[> Procurement Patty Panther User Defaults Report ID: NEXT
[> Assets
[» Travel and Expenses

=

— Qoen Resource Requests *Description: [kudit Conventian Comment:
— Emplovee Project Center
— Travel and Expense Center “Business Purpose: |Canvemmn j

> Manager Self-Service Ref .

[> Supplier Contracts elerence:

[- Customers Default Location: Colorado, Denver xQ

[- Products

> Promotions
[ Customer Contracts Imagetlow

(B0

Authorization ID: 0000034981

(- Order Management

[ Pricing Configuration Accounting Defaults Apply Cash Advance(s Tore Options: = EI |
[ Customer Returns
- ltems Customize | Find | View Al First ] 1.5.0r5 ¥ Last
[ Cost Accounting T — - —— % —— 7 — — — EC L
[- Vendors

> Purchasing Select *Expense Type *Expense Date | *Amount Spent *Currency | *Payment Type *Billing Type ‘
E!l;?(xﬁ::mem [Domestic Airfare =] |[o70172008 [ 435.00 |USD [University Credit Ca v | |[FIL Expe x| ‘ﬁ:{
[- Services Procurement
> Sourcing

(> Engineering

*Overview “Detail *Location *Merchant *AirHotel Mileage “Currency

[Demestic Auto Rental =] |[o7r0172009 [ 250.00|USD [University Credit Ca =] |[FIU Expe =] ‘LEC'L

[Domestic Lodging =] |[070172009 880.00 |USD [University Credit Ca x| |[FIU Expe =] ‘Fc'g

(- Manufacturing Definitions
[ Production Control
(- Configuration Modeler

g;{l‘:"l‘#‘c"”ﬁg“'“"“ﬁ [Domestic Incidentals =] [o7mzo0a [ || 50.00|USD  |[OutofPocket x| |[FIU Expes] ‘li

(- Demand Planning opy S S ey ~| A [ C
b e S R Copy Selected | Delete Selected | Mew Expense rdd Check Far Errars

[+ Supply Planning
(> Grants

> Program Management Employee Expenses: 1,795.00 USD Due Employee: 1,795.00 USD

[ Project Costing Hon-Reimbursable Expenses: 0.00 USD Due Vendor: 0.00 USD

- Proposal Management Prepaid Expenses: 0.00 USD

[ Maintenance Management Employee Credits: 0.00 USD -
(- Resource Management v‘ q ‘ . | D

I 1 narn Adminictratinn

Done [ [T e nternet EY R

[Domestic Meals =] |[o7:0172009 180.00/ |USD [Out of Packet =l [FuEmpe~] ‘E).

4
4

alajafala
+ ¥
H| F| #|F|#H

Step | Action

7. Click the Detail tab.

8. Here you will enter "Paid by Department" if your dept paid for this expense
type.

Enter the desired information into the Choose a date (Alt+5) field. Enter "Paid
by department".

9. Click the Non_Reimbursable checkbox.

10. | Enter the desired information into the Choose a date (Alt+5) field. Enter "Paid
by department".

11. | Click the Non_Reimbursable checkbox.

12. | Enter the desired information into the Choose a date (Alt+5) field. Enter "Paid
by department".

13. | Click the Non_Reimbursable checkbox.
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FIU

Search:

(O]

- My Favorites
[ Student Administration
- Employee Self-Service
> Service Request
[> Procurement
[> Assets
[» Travel and Expenses
— Open Resource Reguesis
— Emplovee Project Center
— Travel and Expense Center
> Manager Self-Service
[+ Supplier Contracts
[- Customers
[- Products
[ 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

| Sianout

e R |
New Window | Hslp | Customize Pace | 5 =]

Create Expense Report
Expense Report Entry
Patty Panther User Defaults Report ID: NEXT
=

*Description: [Audit Conventian Comment: -]

*Business Purpose: |Cnn‘v‘emmn j j

Reference:

Default Location:

Colarado, Denver Q

Imagetlow

Authorization ID:

0000034981

Accounting Defaulls

Apply Cash Advance(s

More Options: |

Ze

*Qverview *Detail *Location *Merchant *AirHetel Mileage “Currency
Select *Expense Type *Expense Date |*Description Relm%ﬂb‘e ﬁm |

r [Domestic Aifare | [07:0172008 5 |[Paid by department = 2 r | =
r [Damestic Auto Rental =1 |[07/0172009 B ([Paid by department B ¥ r | =
I} [Domestic Lodging =1 |[07/01/2008 ) ([Paid by department = ~ ] | =
r [Domestic Meals =l |[o70172008 [ || = r r | =
r [Damestic Incidentals =1 |[07/0172009 [0 ([DVD for training = r r | =
CopySelected | | Delets Selected | [NewEmense =] Add Check For Errors

[+ Project Costing Employee Expenses: 1795.00 USD Due Employee: 1,795.00 USD
[ Proposal Management Hon-Reimbursable Expenses: 0.00 USD Due Vendor: 0.00 USD
[ Maintenance Management Prepaid Expenses: 0.00 USD
(- Resource Management v‘ q
I 1 narn Adminictratinn

(L[] @

Step

Action

14.

[Mew Expense

=1

Click the Expenses from My Wallet... list to bring in any charges from your
Travel and Entertainment card that relates to this trip.
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W rentzseps

FIU

Search:

(O]

- My Favorites

[ Student Administration

- Employee Self-Service

> Service Request

[> Procurement

[> Assets

[» Travel and Expenses

— Open Resource Reguesis

“BUSINGSS PUMPOSe: | Lonvenuon

Default Location:

=l

Colorado,Denver Q

ImageNow

Reference:

Authorization ID:

0000034981

Add to Favorites |

Sign out

il

Accounting Defaults

Apply Cash Advance(s)

More Options: |

> Demand Planning

[+ Inventory Policy Planning
[+ Supply Planning

[- Grants

> Program Management

(- Project Costing

> Proposal Management

[ Maintenance Management
(- Resource Management

Il nmra Adminictratinn

— Emplovee Project Center *Overview *Detail *Location *Nerchant “AirHotel Wileage rrency
— Travel and Expense Center m u
> Manager Self-Service Select *Expense Type *Expense Date |*Description ton- o
(> Supplier Contracts Reimbursable | Receipt
b Customers — = - = :
* Products r |Domest|cAmare =] |U?4'01f2009 [H |F'a\d by department = v r | =
Egzrg)ﬁg:éomracts - [Domestic Auto Rental =] [o7/0112008 [ {[Paid by deparment = I - | =5
E g;%?;g“ca“ﬂgeme’_" r [Domestic Lodging =1 |[0710172009 [ ([Paid by department = Il r | =
Eﬁﬁmmf Returns r [Domestic Meals =l |[o70172000 9 || B r r | =
ems
[ Cost Accounting = | O [Domestic Incidentals =1 |[07/0172008 ) ([DVD for training = Il ] | =
(> Vendors
[ Purchasing Copy Selected | Delete Selected | Expenses from My Wallet -| Add Check For Errors
[ Inventory
(> eProcurement
[- Services Procurement
> Sourcing Employee Expenses: 1,795.00 USD Due Employee: 1,795.00 USD
(> Engineering Non-Reimbursable Expenses: 0.00 USD Due Vendor: 0.00 USD
- Manufacturing Definitions Prepaid Expenses: 0.00 USD
[> Production Control Employee Credits: 0.00 USD
> Configuration Modeler Vendor Credits: 0.00 USD
[- Product Configurations Cash Advances Applied: 0.00 USD
> Quality

Definition of Totals

Update Totals | |

Save For Later Submit

Return to Expense Report

|4l

Expense Repor Project Summary

Erintable View

T |

T

|| |@ mrernet

ESCARY

Step

Action

15.

Click the Add button.

Page 8
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rlu | |
. - 522009 —aterals and . -
Search: = O (@ oseazeoe g 2EE FISHER SCIENTIFIC 37.66 USD r
@ Iaterials and
. My Favorites I [0 osiz2rz008 o 28 THORLABS INC -1,360.00 USD r
[> Student Administration Fees and
I~ Employee Self-Service I @ osizizo0 22280 EDUCATIONAL SERVICES -435.00 USD r
I> Service Request ===
EK”C“"Q’"E‘”‘ (@ osi21:2008 W OFFICENAX CT IN#419769 3988 USD r
Ssets Supplies
PUEEETlTar [ [ osrz1zo09 W8S A0 pppcppay oT INz419858 33.88 USD r
— Dpen Resource Reguests Supplies
— Emplovee Project Center WILEY-VCH VERLAG
— T e I (@ 051202009 Restricted (0 412.84 USD r
[- Manager Self-Service o S . .
> Supplier Contracts [ [ 050612009 Restricted  DKC*DIGI KEY CORP 32.36 USD r
[> Customers Materials and .., "
> Products O B oswsrz000 g, S INVITROGEN*17995656 310,50 USD r
> Promotions p—
cinsmnng FEesand 3 DIMENSION GRAPHICS
[> Customer Contracts [ osmarzo0e Zenices e r
P Dr_der Managemer_lt Materials and
I Pricing Configuration P [T 0510612009 5 T RS A0S OFFICENAX CT IN#091838 787.84 USD r
(> Customer Returns Suppliss
e insizang _Memberships oy -
Egz;"&cmumng | [ ostosr000 SemPershins g g 125.00 USD r
[ Vendors Iaterials and
> Purchasing I osisr2000 g 258 FISHER SCI CHU 79.81 USD r
[+ Inventory N
> eProcurement - @@ osnsizooe W BIO RAD VIROY0S/04/09 496.32 USD -
[- Services Procurement Supples
i !
E:oumm - @@ osnsz00e amde';?;mh‘ BS NASULGC 125.00 USD r
ngineering and Fees
[ Manufacturing Definitions 5103/ Domestic S*{Z2VI5F 4029371587 P,
e (@ oswa2009 I UPS™Z2V3EF 40293715878 11.92 USD r
(- Configuration Modeler c §
b P e T T e @ osna3rz009 % pus UPS'1Z2V35F40495730488 36.03 USD r
> Quality N
[ Demand Planning N @ DE*DE*ZDDQ% UPS*ADJ00027655051891 10.00 USD -
[+ Inventory Policy Planning -
E(SEUDD“Y Planning | ] nsmafztmg%aus UPS*1Z2V35F 40291850485 16.78 USD r |
rants 12 IaineELs
> Program Management 0391 Domestic T 752877 g 92 11|
[> Project Costing I [ 0510312009 TadTrain/Bus UPSMZ2V35F 40487652872 36.93USD r
> Proposal Management i
- Maintenance Management [ (@ osmw3r008 % pue UPST1Z2VISFA0497401597 36.93 USD r
(- Resource Management J
F 1 naen Ardminictration hd — 7 nsmnmann Domestic Linera70umEr snannannzan anns nen — b
[ [T e nternet e -

Step | Action

16. | Select the charge, then click the Done button on the bottom of the page.
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FIU

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

- My Favorites

> Student Administration Create Expense Report
- Employee Self-Service

b Service Request Expense Report Entry

[ Procurement Patty Panther User Defaults Report ID: NEXT
[> Assets

[» Travel and Expenses
— Dpen Resource Requesls =Description: [Audit Conventian Comment: =]
— Emplovee Project Center
— Travel and Expense Center *Business Purpose: |Cnn‘v‘emmn j j

> Manager Self-Service Ref .
> Supplier Contracts elerence:
[- Customers Default Location: Colorado, Denver xQ

=

PLEEE Authorization ID: 0000034981

> Promotions

[ Customer Contracts Imageliow

(- Order Management

- Pricing Configuration Accounting Defaults Apply Cash Advancers Wore Options:

- Customer Returns

(> Items

E \C’:f:‘gf:"“"n"g “Overview “Detal *Location “Nerchant *AirHotel Tieage “Currency

> Purchasing Select *Expense Type *Expense Date | *Amount Spent *Currency |*Payment Type *Billing Type ‘

(> Inventor =
Depmm[;'mem r [Domestic Airfare =] |[o7r01z008 5 || 435.00 |USD [University Credit Ca =] |[FIU Exued"i—‘q =

[- Services Procurement =

= r [DomesticAutoRental =] |[o7/01/2009 [ |[ 250.00|USD  |[University Credit Ca =] |[FIU Exnej"i—ﬁ. -+

[» Engineering = » B - ‘E‘

. Manutacturing Definitions I} [Domestic Lodging =] |[070172009 [ |[ 580.00 |USD [University Credit Ca x| |[FIU Expe x| | | =

> Production Control r = = = ‘F

. Configuration Modeler r [Domestic Meals =1 |[070172009 5 |] 180.00 |USD [Out of Packet =l|[Fuee] B (= (B |
g;{l‘:"l‘#‘c"”ﬁg“'“"“ﬁ r [Domestic Incidentals =] 072008 [ || 50.00|USD  |[OutofPocket =] |[FIU Expej‘l%. L4

[ Demand Planning r [_Materials and Supplies +| |05/06/2009 787.84|USD University CreditCard || =l E}. =

[+ Inventory Policy Planning

> Supply Planning Copy Selected Delete Selected Expenses from My Wallet . Jad JIEGN Check For Errors

(> Grants 2 | | = . & —I

> Program Management

(- Project Costing

> Proposal Management Employee Expenses: 2,582.84 USD Due Employee: 1,017.84 USD

[> Maintenance Management Non-Reimbursable Expenses: 156500 USD Due Vendor: 0.00 USD -
(- Resource Management ‘ ‘ - o S |

ol aaca Ardminictratinn S L
Dore [T [ |emterne BN

Step | Action

17. | Click the FIU Expense list item.
=
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!’W PS FIN Travel Expenses: Expense Report with Dept.
Card My Wallet and Split Receipts

FIU e

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

- My Favorites
- Student Administration Create Expense Report

- Employee Self-Service

b Service Request Expense Report Entry

> Procurement Patty Panthar User Defsults Report ID: NEXT
[> Assets

[» Travel and Expenses
— Dpen Resource Requesls =Description: [Audit Conventian Comment: =]
— Emplovee Project Center
— Travel and Expense Center “Business Purpose: |Cnn‘v‘emmn j j

> Manager Self-Service Ref .
> Supplier Contracts elerence:
[- Customers Default Location: Colorado, Denver xQ

| Sianout

=

PLEEE Authorization ID: 0000034981

> Promotions

[> Customer Contracts Imagetow

(- Order Management

> Pricing Configuration Accounting Defaults Apply Cash Advance(s More Options:

- Customer Returns

(> Items

E \C’:f:‘gf:"“"n"g “Overview “Detal *Location “Nerchant *AirHotel Tieage “Currency

> Purchasing Select *Expense Type *Expense Date | *Amount Spent *Currency |*Payment Type *Billing Type ‘

[ Inventory =

b ST r [Domestic Airfare =1 |[070172009 5 [ 435.00/|USD [University Credit Ca =] |[FIU Exued"i—‘q =
[- Services Procurement =
= r [DomesticAutoRental =] |[o7/01/2009 [ |[ 250.00|UsD  |[University Credit Ca =] |[FIU Exnej"i—ﬁ. -+
[» Engineering = » B ~| &

- Manutacturing Definitions I} [Domestic Lodging =] |[070172009 [ |[ 580.00 |USD [University Credit Ca x| |[FIU EXDE_I‘ 0 =
[ Production Control = = = =

. Configuration Modeler r [Domestic Meals =1 |[070172009 5 |] 180.00 |USD [Out of Packet =] |[Fu EXDEJ‘ | | |E |
g;{l‘:"l‘#‘c"”ﬁg“'“"“ﬁ r [Domestic Incidentals =] 072008 [ || 50.00|UsD  |[OutofPocket x| |[FIU Expej‘l%. L4
[ Demand Planning r [_Materials and Supplies +| |05/06/2009 787.84|USD University Credit Card  |[[HIISTE = E}. =

[+ Inventory Policy Planning
i Copy Selected Delete Selected Expenses from My Wallet.  w| Add Check For Errors
[- Grants L | | P ’ —I

> Program Management
(- Project Costing

> Proposal Management Employee Expenses: 2,582.84 USD Due Employee: 1,017.84 USD

[> Maintenance Management Non-Reimbursable Expenses: 156500 USD Due Vendor: 0.00 USD -
(- Resource Management v‘ q ‘ - o S

Il naen Ardminictration

Done [ T e ternet

Step | Action

18. Click the Detail tab.

19. | Click the Receipt Split button.
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Home Worklist Add to

New Window | Hslp | Customize Page | 5 =]

- My Favorites
[ Student Administration

Create Expense Report

7 I TR O LR Receipt Detail for Expense _Materials and Supplies - Total 787.84
> Service Request -
[> Procurement usb
[ Assets Fatty Panther Report ID: MEXT
[» Travel and Expenses
— Open Resource Requests The detailed information for the receipt of the expense you have selected appears below. There are four
— Emplovee Project Center activities available for this receipt
— Travel and Expense Center (1) Split an expense on this recsipt into smaller, detailed expenses
[» Manager Self-Service (2)* Add additional expenses to this receipt
[ Supplier Contracts (3) Edit an expense on this receipt
> Customers (4)* Adjust the ‘Receipt Total' amount in ‘Current Expenses on Receipt section
> Products (* - Mot available for Vendor supplied receipts)
> Promotions Expense Information ‘Current Expenses on Recs
[> Customer Contracts
[ Order Management "Expense Date: Date Type Amount

(> Pricing Configuration

> Customer Returns Payment Type:

[ Items *Billing Type:

[> Cost Accounti (]

> Vendors = Non-preferred:

[ Purchasing Description:

[ Inventory

> eProcurement 787.84 USD
b Gerere e T ™ Non-Reimbursable "' Ho Receipt =
[ Sourcing *Amount Spent: 78784 . .

¥ Engineering Current Totak 787.84 USD
(> Manufacturing Definitions *Currency: USD Receipt Total 787.84 USD
[ Production Control *Exchange Rate: 1 _—
(- Configuration Modeler Balance: 0.00 USD
[ Product Configurations ™ Default Rate

[ Quality —_—

- Demand Planning Reimbursement Amt: 787.84 USD _Update -
[+ Inventory Policy Planning

[+ Supply Planning

P BT Expense Type: =| Spit

> Program Management —I

[> Project Costing Split with another expen: ill subtract from original expel

> Proposal Management leaving current total unchanged.

[ Maintenance Management D

[ Resource Management ane

e e = =l

Done [ [T € nternet

T A

Step | Action

20. Click the Domestic Incidentals list item.
I ]
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FIU

(O]
- My Favorites
[ Student Administration
- Employee Self-Service
> Service Request
[> Procurement
[> Assets
[» Travel and Expenses
— Open Resource Reguesis
— Employee Project Center
— Travel and Expense Center
> Manager Self-Service
[+ Supplier Contracts
[- Customers
[- Products
[ 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

Il nmra Adminictratinn

Search: =

Home | Workist

| _Add to Favorites

| Sian out

New Window | Hslp | Customize Pace | 5 =]

Create Expense Report

Receipt Detail for Expense _Materials and Supplies - Total 787.84
usD
Patty Panther Report ID: NEXT

The detailed information for the receipt of the expense you have selected appears below. There are four
activities available for this receipt.

(1) Split an expense on this receipt into smaller, detailed expenses.

(2)* Add additional expenses to this receipt

(3) Edit an expense on this receipt

(4)* Adjust the ‘Receipt Total' amount in ‘Current Expenses on Receipt section

(* - Mot available for Vendor supplied receipts)

Expense Information ‘Current Expenses on Receipt

*Expense Date: Date Type Amount

*Payment Type:

*Billing Type:
MNon-preferred:

Description:

cemnng —AENEE
™ Hon-Reimbursable [ No Receipt 0S/0622009 25 supplies

787.84 USD

*Amount Spent: 787.84 Current Totak 787.84 USD

*Currency: USD! Receipt Total 787.84 USD

*Exchange Rate:
Balance: 0.00 UsD

™ Default Rate

787.84 USD  Update

Reimbursement Amt:

Domestic Incidentals 4 Split

Spit with another expense wil subtract from original expense whis

Expense Type:

leaving current otal unchanged

(- Maintenance Management
[ Resource Management j Done

=

Done

L @me

0% -

Step

Action

21.

Click the Split button.

22.

Enter the desired information into the Description field. Enter "Binders and
teaching materials".

23.

Enter the desired information into the Amount Spent field. Enter "600.".

24.

Click the Update button.

25.

Done

Click the Done button.

26.

item".

Enter the desired information into the Description field. Enter "GPS- personal

27.

Click the Done button.

Daone

Last changed on: 8/12/2009 9:23 AM
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Business Process Document

PS FIN Travel Expenses: Expense Report with Dept.

Card My Wallet and Split Receipts

FIU

Search:

(O]
- My Favorites
[ Student Administration
- Employee Self-Service
> Service Request
[> Procurement
[> Assets
[» Travel and Expenses
— Open Resource Reguesis
— Emplovee Project Center
— Travel and Expense Center
> Manager Self-Service
[+ Supplier Contracts
[- Customers
[- Products
[ 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
[ Maintenance Management
(- Resource Management

Il nmra Adminictratinn

Home | workist | | _Sionout
New Window | Hslp | Customize Page | 5 =]

Create Expense Report

Expense Report Entry

Patty Panther User Defaults Report ID: NEXT
=

*Description: [Audit Conventian Comment: -]

*Business Purpose: |Cnn‘v‘emmn j j

Reference:

Default Location:

Colarado, Denver Q

Authorization ID: 0000034981

Imagetlow

Accounting Defaulls

Apply Cash Advance(s

More Options: |

e
“Ouerview “Detail *Location lerchant *AiriHotel Vieage *Currency
Select *Expense Type *Expense Date |*Description Relmlk:)DTLab\e ﬁm |

r [Domestic Aifare | [07:0172008 5 |[Paid by department = 2 r | =
r [Damestic Auto Rental =1 |[07/0172009 B ([Paid by department B ¥ r | =
I} [Domestic Lodging =1 |[07/01/2008 ) ([Paid by department = ~ ] | = —
r [Domestic Meals =l |[o70172008 ) || = r r | =
r [Damestic Incidentals =1 |[07/0172009 [0 ([DVD for training = r r | =
- |J-‘-|alar\a\5 and Supplies j 05/06/2009 |GPS—per5nna\ item j 1= [ | =
- |Dumest||:\n|:mema\s j 05/06/2009 |E|mjers and teaching j O O | =
Copy Selected | Delete Selected | IW Add Check For Errors

|l

I

ESCOR

| tnternet

Step

Action

28.

Click the Check For Errors button.

Checl For Errars

29.

PS does not allow future dates of travel. If necessary, change the dates on the
expense report.

30.

Click the Check For Errors button.

Checl For Errars

31.

button.

[*]

Click the Missing or invalid information was found. Click this icon to vi

Page 14

Last changed on: 8/12/2009 9:23 AM




!'{.T- TeuSed

Business Process Document
PS FIN Travel Expenses: Expense Report with Dept.
Card My Wallet and Split Receipts

FIU

(O]
- My Favorites
[ Student Administration
- Employee Self-Service
> Service Request
[> Procurement
[> Assets
[» Travel and Expenses
— Open Resource Reguesis
— Emplovee Project Center
— Travel and Expense Center
> Manager Self-Service
[+ Supplier Contracts
[- Customers
[- Products
[ 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
[ Maintenance Management
(- Resource Management

[ PO

minietratinn

Search: =

= Check Expense For Errors

| AddtoFavortes | Signout

New Window | Hslp | Customize Pace | 5 =]

Home | Workist
Create Expense Report
Expense Detail for Domestic Airfare (Line 1)
Paity Panther Report ID: NEXT

Please enter or update the following information:
P Ticket Number

About This Expense
“Expense Date: psiosrz009

Universit,

™ No Receipt
I Non-Reimbursable

*Payment Type:
*Billing Type: FIU Expense
*Ticket Number:

*Merchant (Choose One)

pea

Paid by department =

Preferred:
Hon-preferred:

Description:

435.00

100000000 7 B

I Default Rate

*Amount Spent:
*Currency:

*Exchange Rate:

Reimbursement Amt:

Location Amount: |

HNo Receipt: |

Accounting Detail
Receipt Split

Mext Expense

=

Done

I

@ tnternet

H100% -

Step

Action

32.

Enter the desired information into the Ticket Number field. Enter "44556677".
Once you have traveled, you will need to enter your airline ticket number.

33.

Click the Check Ex

ense For Errors button.

| Check Expense For Errars

34.

Click the Return to Expense Report link.

[Return to Expense Repord

Last changed on: 8/12/2009 9:23 AM
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Business Process Document
PS FIN Travel Expenses: Expense Report with Dept. ‘?ﬂiﬂh@ﬂ
Card My Wallet and Split Receipts

rlu Home | Workist | _Addto Favoriles

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

(O]
- My Favorites
> Student Administration Create Expense Report
- Employee Self-Service
b Service Request Expense Report Entry
[ Procurement Fatty Panther User Defaults Report ID: MEXT
[> Assets
[» Travel and Expenses
— Qoen Resource Requests “Description: [Audit Conventian Comment:
— Emplovee Project Center
— Travel and Expense Center *Business Purpose: |Cnn‘v‘emmn j
> Manager Self-Service Reference: l—
[+ Supplier Contracts :
[- Customers Default Location: Colarado, Denver Q
[- Products
[ Promotions
[ Customer Contracts Imagehlow
(- Order Management
(> Pricing Configuration |
[ Customer Returns
[- ltems
[+ Cost Accounting
[- Vendors
> Purchasing Select *Expense Type *Expense Date | *Amount Spent | *Currency |*Payment Type *Billing Type |

[ Inventor =
[s3 epmr_ugmgm |USIUEIZUUEI 51} 435.00 |USD University Credit Card || FIU Expe ¥ |FCL
250.00 |USD University Credit Card || FIU Expe = |FCL

I

[- Services Procurement I
[05/0672009 9 || 880,00 [USD University Credit Card |[FIU Expe x| |Fq

I

I

| Sianout

=

(B0

Authorization ID: 0000034981

Accounting Defaults Apply Cash Advance(s More Options: | | ﬂl |

*Overview “Detail *Location *Merchant *AirHotel Mileage “Currency

|Dumest|cA|rIare

[Domestic Auto Rental [0510672009 El

|Dumest||: Lodging

[ Production Control

(- Configuration Modeler

[ Product Configurations
> Quality

> Demand Planning

[ Inventory Policy Planning
[+ Supply Planning

[- Grants

05/06/2009 600.00(USD University Credit Card |F\U Expej ECL
> Program Management Copy Selected | Delete Selected
(- Project Costing

Expenses from My Wallet. ~| Add Check For Errors
> Proposal Management

[ Maintenance Management -
»

> Sourcing
(> Engineering
(- Manufacturing Definitions
180.00 |USD Qut of Pocket FIL Expe = |FCL
50.00 |USD Qut of Pocket FIU Expe = |L?£‘11
05/08/2009 187.84|USD University Credit Card |F\U Exped E{

[Damestic Incidentals [05/06/2009 [E

|_Haleﬂa\5 and Supplies

aja|a|alafala

AAJR IR IR IR IR J

H|F| FH| H| | FH] [
I

|Domestic\ncidenta\5

H
H
E
[Domestic Meals | 050672009

=
=
H

|

> Resource Management Emnlovaa Fvnansas: 5 ERY 84 11an Nua Fmnlnvea: 230 00 11en

e frinistratine =l |

Dore [ T [ | |emterne ENTR

Step | Action

35. Click the scrollbar.

36. | Click the Update Totals button.

Notice: once you click on "Update Totals" you will see the breakdown of the
reimbursable and non-reimbursable;e amounts. You can also see what is due

to the employee.
Update Totals

37. Click the Submit button.
| Submit I

Page 16 Last changed on: 8/12/2009 9:23 AM
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PS FIN Travel Expenses: Expense Report with Dept.
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Search:

(O]

- My Favorites
[ Student Administration
- Employee Self-Service
> Service Request
[> Procurement
[> Assets
[» Travel and Expenses
— Open Resource Reguesis
— Employee Project Center
— Travel and Expense Center
> Manager Self-Service
[+ Supplier Contracts
[- Customers
[- Products
[ 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
[ Maintenance Management
(- Resource Management

b nmra Adminictratinn

FIU

Home | Workist | _AddioFavortes | Signout

Mew Window | Help | Customize Page | 15

Create Expense Report

Submit Confirmation
Carolina Berget Report ID: NEXT

Employee Expenses: Due Employee: 830.00 USD
Non-Reimbursable Expenses: 7 Due Vendor: 000 USD
Prepaid Expenses: 0.00 USD Definition of Totals

Employee Credits: 0.00 USD

Vendor Credits: 0.00 USD

Cash Advances Applied: 0.00 USD

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

0K | Cancsl

Internet HA00% -
N I ™

A

Step

Action

38.

Click the OK button.

Last changed on: 8/12/2009 9:23 AM

Page 17




Business Process Document
PS FIN Travel Expenses: Expense Report with Dept. ‘?ﬂiﬂh@ﬂ
Card My Wallet and Split Receipts

FIU

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

Q)

- My Favorites .
> Student Administration View Expense Report
- Employee Self-Service =

b Service Request Expense Report Detail

[ Procurement Patty Panther User Defaults Report ID: 0000195810

[> Assets

[> Travel and Expenses o

B — Description: Audit Convention Comment:

— Emplovee Project Center

— Travel and Expense Center Business Purpose:  Cenvention
> Manager Self-Service
[+ Supplier Contracts
[ Customers Default Location: Colorade Denver Last Updated: 06(19/2008  By: 1522181

Pl Post State: Not Applied Authorization ID: 0000034881
- Promotions

[ Customer Contracts Imagetlow
(- Order Management

[> Pricing Configuration More Options: W]‘ EI |

[> Customer Returns

(B0

Status: Submission in Pracess Reference:

[- ltems
[> Cost Accounting el
[- Vendors
> Purchasing *Expense Type *Expense Date | *Amount Spent |*Currency |*Payment Type *Billing Type
[ Inventory .
O e Domestic Airfare 05/06/2009 435.00(USD University Credit Card FIU Expense
E genﬂﬂ_eﬁ Procurement Domestic Auto Rental 05/06/2009 250.00|USD University Creait Card FIU Expense

ourcing
> Engineering Domestic Lodging 05/06/2009 880.00|USD University Credit Card FIU Expense
(- Manufacturing Definitions "
> Production Control Domestic Meals 05/06/2009 180.00|USD Out of Packet FIU Expense
- Configuration Modeler Domestic Incidentals 05/06/2009 50.00|USD Out of Pocket FIU Expense
[ Product Configurations
> Quality _Materials and Supplies 05/08/2009 187.84|UsSD University Credit Card FIU Expense
[ Demand Planning » )
> Inventory Policy Planning Domestic Incidentals 05/06/2009 600.00|USD University Credit Card FIU Expense
[+ Supply Planning
[- Grants
g ::gg:t"énmﬂg‘}e"‘em Employee Expenses: 2582.84 USD Due Employee: 830,00 USD
- Proposal Management Hon-Reimbursable Expenses: 1,752.84 USD Due Vendor: 0.00 USD
[ Maintenance Management Ere;:ald E"CDE:’S:’S}: 0.00°USD
[ Resource Management = [E molovee Credits: 000 LISD
Il naen Ardminictration

LT T (@ mbernet 7,

Step | Action

39. Click the Home link.
| Home|

Page 18 Last changed on: 8/12/2009 9:23 AM
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PS FIN Travel Expenses: Expense Report with Dept.

Card My Wallet and Split Receipts

rlu M|M|M|M

Personalize Content | Lavout

Menu -]

Search:
®

[- My Favorites

[+ Student Administration
I- Employee Self-Service
[~ Manager Self-Service
[+ Supplier Contracts

[- Customers

[- Products

[- 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

I Inventory Policy Planning
[+ Supply Planning

[- Grants

> Program Management
[ Project Costing

> Proposal Management
> Maintenance Management
> Resource Management
[ Lease Administration
[ Staffing

[- Travel and Expenses

[ Travel Administration

Help

IE gil\(i:"imﬁ ﬂ
Done [T T € nternet 0% -
Step | Action

40.

Click the Ledger Group object.

Last changed on: 8/12/2009 9:23 AM
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Business Process Document
PS FIN Travel Expenses: Expense Report with Dept. ‘?ﬂiﬂh@ﬂ
Card My Wallet and Split Receipts

FIU

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

(O]
- My Favorites .
> Student Administration View Expense Report
- Employee Self-Service =
b Service Request Expense Report Detail
[ Procurement Patty Panther User Defaults ReportID: 0000195810
[> Assets
[» Travel and Expenses
B — Description: Audit Convention Comment:
— Emplovee Project Center
— Travel and Expense Center Business Purpose:  Convention
> Manager Self-Service
[+ Supplier Contracts
[ Customers Default Location: Colorade Denver Last Updated: 06(19/2008  By: 1522181
gEapaects Post State: Not Applied Authorization ID: 0000034381
> Promotions
[ Customer Contracts Imagehlow
(- Order Management
(> Pricing Configuration More Options:
[ Customer Returns
(> Items
[+ Cost Accounting
(> Vendors
> Purchasing *Expense Type *Expense Date | *Amount Spent |*Currency |*Payment Type *Billing Type
[Er=or - Domestic Airfare 05/08/2009 435.00|USD University Credit Card FIU Expense
E genﬂﬂ_eﬁ Procurement Domestic Auta Rental 05/06/2009 250.00|UsD University Credit Card FIU Expense
ourcing
[ Engineering Domestic Lodging 05/06i2009 880.00|USD University Credit Card FIU Expense
(- Manufacturing Definitions
[ Production Control
[ Configuration Modeler Domestic Incidentals 05/08/2009 50.00|USD Out of Pocket FIU Expense
[ Product Configurations
> Quality _Materials and Supplies 05/08/2009 187.84|UsSD University Credit Card FIU Expense
> Demand Planning
[+ Inventory Policy Planning
[+ Supply Planning
(> Grants
> Program Management
(- Project Costing
> Proposal Management
[ Maintenance Management
(- Resource Management

Il nmra Adminictratinn

=

(B0

Status: Submitted for Approval Reference:

Domestic Meals 05/06/2009 180.00|USD Qut of Pocket FIU Expense

Domestic Incidentals 05/06/2009 600.00|USD University Credit Card FIU Expense

Employee Expenses: 258284 USD Due Employee: 830.00 USD
Non-Reimbursable Expenses: 1752.84 UsD Due Vendor: 0.00 USD
Prepaid Expenses: 0.00 USD
I Emplovee Credits: 000 USD |
-4

L [ [ @mm

o0 -

Step | Action

4]. Click the Printable View list item.
| ~|

Page 20 Last changed on: 8/12/2009 9:23 AM




Business Process Document
!’@mﬂl‘@ﬂ PS FIN Travel Expenses: Expense Report with Dept.
Card My Wallet and Split Receipts

rlu |
Search: = New Window | Hslp | Customize Pace | 5 =]
- My Favorites .
> Student Administration View Expense Report
- Employee Self-Service =
b Service Request Expense Report Detail
I Procurement Patty Panther User Defaulls ReportID: 0000195810
[> Assets
[> Travel and Expenses o
B — Description: Audit Convention Comment: =
— Employee Project Center
— Travel and Expense Center Business Purpose: Convention j
> Manager Self-Service . . .
© Supplier Contracts Status: Submitted for Approval Reference:
[> Customers Default Location: Colorade Denver Last Updated: 06192000 Byi 1522181
gEapaects Post State: Not Applied Authorization ID: 0000034381
[ Promotions
[ Customer Contracts Imagerow
(- Order Management
(> Pricing Configuration More Options: Printable View
[ Customer Returns
[- ltems
[> Cost Accounting el
[- Vendors
> Purchasing *Expense Type *Expense Date | *Amount Spent | *Currency |*Payment Type *Billing Type
(> Inventory |
] Domestic Airfare 05/06/2009 435.00(USD University Credit Card FIU Expense |
E genﬂﬂ_eﬁ Procurement Domestic Auta Rental 05/06/2009 250.00|UsD University Credit Card FIU Expense
ourcing
[ Engineering Domestic Lodging 05/06i2009 880.00|USD University Credit Card FIU Expense
(- Manufacturing Definitions "
™ Production Control Domestic Meals 05/06/2009 180.00|USD Out of Packet FIU Expense
[ Configuration Modeler Domestic Incidentals 05/08/2009 50.00|USD Out of Pocket FIU Expense
[ Product Configurations
> Quality _Materials and Supplies 05/08/2009 187.84|UsSD University Credit Card FIU Expense
> Demand Planning » R
> Inventory Policy Planning Domestic Incidentals 05/06/2009 600.00|USD University Credit Card FIU Expense
[+ Supply Planning
[- Grants
g ::g:t"é:":ﬁ"ﬂge"‘“ Employee Expenses: 258284 USD Due Employee: 830.00 USD
& Prolposa\ Marr\'aggemenl Hon-Reimbursable Expenses: 1,752.84 USD Due Vendor: 0.00 USD
[ Maintenance Management Ere;:ald E"CDE:’S:’S}: 0.00 USD
[ Resource Management < molovee Lredits: 000 LISD |
Il naen Ardminictration
[ T e nternet e -

Step | Action

42. Click the GO button.

Last changed on: 8/12/2009 9:23 AM Page 21
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PS FIN Travel Expenses: Expense Report with Dept. JRanther o J
Card My Wallet and Split Receipts

Irqlljr Home | Workist | _AddtoFavories | Sianout

Search: =
(- My Favorites Expense Report
[> Student Administration Enter any infermation you have and click Search. Leave fields blank for a list of all values.
- Employee Self-Service

[> Service Request Find an Existing Value

[> Procurement

[> Assets

I Travel and Expenses Search by: [RepartiD =] begins with [0000195810

— Open Resource Reguesis

— Emplovee Project Center

— Travel and Expense Center Search | Advanced Search
> Manager Self-Service
[+ Supplier Contracts

Search Results

[> Customers

> Products 1ef

> Promotions ReportID  Report Descripfion Name EmpliD Report Status Creation Date]
[> Customer Contracts 0000195810 Audit Convention  Patty Panther 1522181 Submited  06/19/2008

(- 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

[ Maintenance Management
(- Resource Management

e |4l | i
[ T e ternet ESCORN

b amen Ardminietrs

Step | Action

43. | Click an entry in the Report ID column.
000019

10)

Page 22 Last changed on: 8/12/2009 9:23 AM
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Business Process Document
PS FIN Travel Expenses: Expense Report with Dept.
Card My Wallet and Split Receipts

Search:

(O]

- My Favorites
[ Student Administration
- Employee Self-Service
> Service Request
[> Procurement
[> Assets
[» Travel and Expenses
— Open Resource Reguesis
— Emplovee Project Center
— Travel and Expense Center
> Manager Self-Service
[+ Supplier Contracts
[- Customers
[- Products
[ 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
[ Maintenance Management
(- Resource Management

Il nmra Ardminictratinn

FIU

{ Expense Report | Expenss Recsipt |

| workist | AddtoFavortes | Sianout

New Window | Hslp | Customize Pace | 5 =]

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

Print expense report and fax with supporting orignal receipts to (305) 348-1355.

0000195810

PeopleSoft.
Expense Report

Patty Panther EmpliD: 1522131
Report Date: 06/19/2009 12:16:24PM Status: Submitted
Description: Audit Convention
Business Purpose:  Convention
 Comment: ’ =
Date Expense Type Merchant Location Amount Currency
Domestic Aifare Delta 43500 USD
Domestic Auta o5 2
Rental 250,00 USD
05/06/2009 Damestic Lodaing 880.00 USD
05/06/2009 Domestic Meals Caolorado Denver 180.00 USD
D5MEI2009 Domestie 50.00 USD
Incidentals
S106/21 _Materials and OFFICEMAX CT e . - - <
05/06/2009 Supplies IN#0018328 Calorado,Denver 187.84 USD
052009 DeMEstie £00.00 USD
Incidentals

Expense Report Totals

|4l

Done

T

3

E100%

|
| tnternet

Step | Action

44,

Click the scrollbar.

45.

Click the Expense Receipt tab.

Last changed on: 8/12/2009 9:23 AM
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Business Process Document

PS FIN Travel Expenses: Expense Report with Dept.

Card My Wallet and Split Receipts

W rentzseps

FIU

Search: =

My Favorites / Expense Repoit § Expense Receipt |

Home | Workist | _AddioFavortes | Signout

Mew Window | Help | Customize Page | \&, |

[ Student Administration

- Employee Self-Service PE()pleSOfL
> Service Request .
I Procurement Expense Receipts
[> Assets
[> Travel and Expenses Patty Panther

Employee ID: 1522181

0000195810

— Open Resource Reguesis
— Emplovee Project Center
— Travel and Expense Center

> Manager Self-Service

[+ Supplier Contracts

[- Customers

[- Products

[ Promotions

[ Customer Contracts

(- Order Management

(> Pricing Configuration

[ Customer Returns

[- ltems

[+ Cost Accounting

[- Vendors

> Purchasing

[+ Inventory

[- eProcurement

[- Services Procurement

> Sourcing

(> Engineering

Please aftach receipts below:

(- 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 Management j
I 1 narn AAminictrating

Done

Internet F 0% -
vz

Step | Action

46. Click the Home link.
| Home|

47. | Congratulations. You have successfully completed an Expense Report using

End of Procedure.

the Departmental Card, My Wallet Transactions, and Splitting a Receipt.

Page 24
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