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Procedure

After you submit an expense report for approval, you can only view it.

You can view expense reports with these statuses: Approved, Closed, Denied, In
Process, Paid, Pending, Submitted, and Hold.

In this topic, you will learn the steps to viewing an existing Expense Report.

FIU

Personalize Content | Lavout

Menu 2
5azrch:
[ My Favorites

[- Data Expansion Tools
- Employee Self-Service
- Manager Self-Service
1> Supplier Contracts

[- Custorners

[- Partners

[ Products

- Catalog Management
[ Promotions

[- Customer Contracts

> Order Management

[> Pricing Configuration

[- Customer Returns

[ tems

[ Cost Accounting

[ Vendors

I Purchasing

- Imsentory

[ eProcurement

[- Services Procurement
- Sourcing

- Engineering

> Manufacturing Definitions
- Production Control

> Configuration Modeler
[ Product Configurations:
[ Quality

- Demand Planning

1> Inventory Policy Planhing
- Supply Planning

[- Grants

- Program Management
- 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 Employee Self-Service Edlt "Emplovee Self-Service" Folder
> Assets
e e sts Open Resource Renuests Employee Broject Center [ Slaffing awois Ouine
— Employes Frojact Centar Open Resource Reduests = ccess the ey areas for entering and viewing Statfing &pply Online
B —p—v—‘;mamn Anply Online preject team mamber nformation
— Trawel and Expense Center
| (D S e Iravel and Expense Center Service Reduest Procurement
(- Supplier Contracts gEmmDyee Travel and Expense Certer el or manage ssli-service Service Requests Marage requistions, receiveing and schedule
» Qe Bl Service Request Wizard interviews
[ Partners B Service Request EImanace Requistions
[ Products 1My Service Requests EIReceiving
[- Catalog Management B igw Scheduled Interviews:
(- Promations
Assets Travel and Expenses
ig‘:i?n‘;;g;:“&zﬁs Use the ssli-service smployee rols to manage Submiireview sxpenss reports, cash advance
e ! assets. requests, or travel authorizations.
¥ (R EaL TG B View Transter Asssts User Preferences
- Customer Returns Travel Services
[ ltems Pty wsllet
(> Cost Accounting 6 More. .
> Vendors
> Purchasing
- Inventory
[ eProcurement e
[- 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

Action

2. Click the Travel and Expense Center link.

[Travel and Expense Center]

3. Click the Expense Report link.

4, Click the View link.
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- Jesnther ¥

FIU

Fesrch D) = Mew Window | Helo | B
E'\Dn:t?g:;:ﬁzinn Tools Expense Report
- Employse Seif Service Entter any inforrmation you have and click Search. Leave flelds lank for a listof all values.

[ Service Request

[ Procurement Find an Existing Value

[ Assets

[ Travel and Expenses

3 ~ | begins with
- Dpen Resource Requests Search by: [ReporiD ] oeg I

~ 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 -

Search | Advanced Search

Step

Action

Enter the desired information into the begins with field. Enter "0000181134".

You would enter the Expense Report ID here, in this example it is
"0000181134".

Click the Search button.

To find the desired report.

This page will display the Expense Report that you searched for.

Click the Home link.

When you are done viewing the Report.

[ Home

Congratulations. You have successfully Viewed an Expense Report.
End of Procedure.
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